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NFAC NOTICE 


CAREER MANAGEMENT PROGRAM FOR 
* SENIOR SECRETARIES 
1. This notice, effective 15 May 1978, establishes a Senior 
Secretarial Panel for the career management, development, comparative 
evaluation, ranking, promotion, and assignment of secretarial personnel 
in. grades GS-08 and above within NFAC. 
| 2. The Senior Secretarial Panel will consist of five members from 

the NFAC Career Service and a Panel secretary (a personnel officer 
selected by the NFAC Administrative Staff). Each NFAC component will 
nominate one candidate to serve as a member of the Panel. Candidates 


should be members of the NFAC Career Service and at least two grades 


higher than the employees whom they will be considering, i.e. GS-14.: From 


this group of component nominees, the Chairman of the NFAC Career Service 
Board will appoint five Panel members. The senior member of the Panel will 
be designated as chairman. At least two Panel members will be rotated 
each year and no member may serve more than two years. This rotation 
policy will assure that each NFAC component will have representation on 
the Baris: The composition of the Panel will be published in an NFAC 
notice. 

3. The Chairman, NFAC Career Service Board, will also select three 
senior secretaries within NFAC to serve as members of the Panel for a 


one-year term. These senior secretaries will not participate in Panel 


APRUMISTRATIVE - INTERRAL USE ONLY | 


~ Poo Vb wias 


Approved For Release 2006/02/07 : CIA-RDP92- 00420R000400030024-1 


Approved @ Release 2006/02/07 : CIA-RDP$2- 0¢@PR000400030024- 1 


SPER LE OS ene es co Poteet etm 


Pa [Jer GNI 
meetings at which smblovees. ae suit grade or above “are” being evaluated, 


ranked or considered for vacancies. 

4. The Panel is to ensure that career management procedures for 
senior secretaries are established in compliance with DDCI memorandum, 
dated 13 April 1978, (Subject: Establishment of Career Service Panels 
for the Career Management of Secretarial and Clerical Personnel). 
Specifically, the responsibilities of the Panel are as follows: 

a. establish the uniform criteria to be used for the 
evaluation, at least annually, of senior secretaries, GS-08 
and above, in accordance with Agency regulations and the pro- 
cedures contained in the NFAC Personnel Handbook; 

b. make recommendations as appropriate with regard to 
career management actions such as proper utilization, re- 
assignment, training, and adverse actions; 

c. review and rank applicants for secretarial vacancies, 
GS-08 and above; nominate the three "best" qualified candidates 
to the supervisor for his/her selection. Candidates must be 
at the grade of the vacancy or no more than one grade below 
the vacancy. (It should be noted that in accordance with 


p VRE NFAC Notice » all senior secretary vacancies will be 


te Sy eines to the vacancy notice system. ) 
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d. develop a program to ensure that senior secretaries 
have the opportunity to be counseled by the component Career 


Development Officer, Personnel Officer, and/or a Panel member. 
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5. All decisions by the Senior Secretarial Panel will be 
reviewed and approved by the Chairman of the NFAC Career Service Board. 
6. The contents of this notice will be incorporated in the NFAC 


Personnel Handbook. 
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